OPERATIONAL SERVICES DIVISION

Job Aid:
Seller Administrator: Add Associated Organization

This Job Aid shows how to:
e Add an associated organization

Of Special Note:

Seller Administrators can add associated organizations in COMMBUYS. This is a useful feature for large seller's
organizations with multiple business units and points of contact to operate separately while using the tax ID. The
associated organizations act almost as a standalone COMMBUY'S Vendor, however they must register using the link
provided by the original Seller organization.

Screenshot Directions

entering the URL

C@M M BUYS https://www.commbuys.com/bso/ into the
Browser.

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of . . .
Massachusetts’ Executive Depariments. COMMBUYS offars frae intarnet based access to al Login using your Login ID and password

public procurement information posted here in order to promote transparency, increase

competition, and achieve best value for Massachusetts taxpayers.

COPMMBUYS INFORMATION:
For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers
Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBU Y S@state ma us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3187

-— Reaister
Register here to begin using COMMBUY'S.
wendors, please read this disclaimer prior to registering.

G Complete Registration
Complete registration here to begin using COMMBUY'S.
Wendors, please read this disclaimer prior to completing registration

-— - Open Bids

Browse open bid opportunities.
N Active Contracts

Browse active Contracts/Blankets.
—-— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

-— - Registered Vendor Search
Search for registered vendors.

Login 1D

Password:

Forgot wour password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved

2. This image displays the home page of a

Seller Administrator, as the screen will open
£ e on the General tab.

Maintain Organization Maintain Users on this N Add Associated . . - . .

ifornatin Aecou AU NS RCEO i Click the Add Associated Organization icon.
- = i &

‘This secfion & used for ‘This seclion & used fo maintan | This secion & used fo add This secfion & used for adding

maintaining organizafion users for the organizafion users bo the orpanization. an organization with the same

information TaD
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OPERATIONAL SERVICES DIVISION

Job Aid:
Seller Administrator: Add Associated Organization

Screenshot Directions

3. Complete the required information (the To*
field) and send to the associated seller so
they can complete their registration.
o No text is required, only this
information could be helpful for the

o Use the email form below to associated in BSO. The link provic must dl in order to register with the same tax ID

K
Td* I |

o [ ]

()" send confimation email o noreply@test com

fr: e | individual who will be registering an
Subfet” TOMVendor2 requests you regiser withthe Operational Sevices Division's eFrocurementsystem ] associate Organization
Tert
Click Send.
4
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4. A confirmation window displays that the
email has sent to the recipient.

Add Associated Organization
Click OK.

Subject: Associated Organization confirmation

Email Recipients

Eve

Delivery Date: (01/22/2014 02:26:13 PM

5. The user receives an email similar the
From: test.buyspeed.com@test.commbuys.com Sent  Mon 1/27/2014 4:07 PM email Shown here that Contains a I|nk to
o1, . . . .
o continue the registration process. Click the
Subject: Pets R Us requests you register with the Operational Services Division's eProcurement system. _ Iink to Continue the reg istration process
Use the link below to register with the The Commonwealth of Bf . .
Massachusetts's eProcurement system using the same tax ID as Pets R Us. For DBA vendors, the reglstratlon process
https:/www.test.commbuys.com/bso/external/vendor/regCompanyInfo.sdo? follows the standard registration process, use
reg_code=VpBlitBuq 613 YGiSFkvKHI1xUdJLxrAcrkre AsiVBHC9xh954al 907 K . R ’
the Vendor Registration Job Aid for further
Use this link to log on to COMMBUYS: assistance
https://www.test.commbuys.com/bso/login.sdo
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